
NUGENT
99 EDGE LANE LIVERPOOL L7 2PE

TELEPHONE NO: 0151 261 2000

LEARNING AND DEVELOPMENT OFFICER 
1.
NUGENT
The origins of Nugent date back to the 1800’s and the pioneering work of Father James Nugent (1822-1905) in relation to child welfare, relief from poverty and social reform. The work of Father Nugent had a dramatic impact on the lives of thousands of vulnerable people and his work continues to this day through Nugent. We are the social welfare arm of the Catholic Archdiocese of Liverpool. 

Today, Nugent offers a diverse range of support to adults and children in Merseyside through our schools, care homes, community and social work services and social enterprise. As a health and social care provider, we work at the heart of some of the most vulnerable and disadvantaged communities. We strive, not only to provide the best possible service to individuals and their families in these areas, but to generate interest, awareness and an understanding of the issues they face and the impact of this on our wider communities. 

Nugent supports on average 6,000 people each year. We are a major employer in the area, employing 650 staff and supporting 350 volunteers. We courageously advocate on issues of justice and fairness.

Our Mission: 
· To care, educate, protect and inspire those in need. 

· To be an employer of choice. 

· To be an advocate: A voice for the voiceless. 

Vision: 
· Our vision is be an entirely dignified & outstanding organisation by 2020. 
Our Values: 
· Integrity, Ambition, Courage, Compassion, Optimism, Respect and Dignity.
Nugent celebrates diversity in our organisation and in society as a  whole and is an equal opportunities employer welcoming all people with a positive view of age, caring responsibilities, gender, disability racial origin, religion, sexual orientation or socio-economic background. 

2. ESTABLISHMENT - The Learning and Development Department
The Learning and Development Department is based at Central Office. The department’s purpose is to ensure Nugent employees are not only equipped with the skills to carry out their current roles, but that Learning and Development provides the knowledge, skills and behaviours required for sustainable success. In addition, Learning and Development will contribute to Nugent being an employer and provider of choice. Together we will create a learning environment to enthuse, inspire, inform, encourage and facilitate best practice.
3.          TITLE


Learning and Development Officer 
4.
ACCOUNTABLE TO 

Head of Learning and Development 
5.          PURPOSE AND OBJECTIVES
To work as part of a team to proactively drive the design, development and effective delivery of Learning and Development to Nugent employees within appropriate timescales. To fully ensure that learning is embedded in practice. 
6.       
COMMUNICATION

The Learning and Development Officer must keep the Head of Department fully informed of all matters of concern within their delegated authority.

The Officer must ensure that Managers within their area of responsibility are kept informed of learning and development initiatives both locally and corporately within Nugent.

The Officer must ensure effective communication with relevant Managers and the Learning and Development Team and assessment centre personnel within Nugent.
7.
RELATIONSHIPS

In addition to the relationships determined by the structure and lines of accountability, close working and professional relationships should be maintained with:-
a) Managers of Establishments/Projects
b) Head of Learning and Development  
c) Learning and Development Officers
d) Administration Team
e) Executive Management and Senior Leadership teams
f) Assessors and Internal Verifiers
g) External Awarding and Funding Bodies
8.
KEY TASKS
a) The development and delivery of learning and development sessions to establishments and projects including those required to meet inspectorate and local authority compliance requirements.
b) Design and deliver ad hoc training sessions, as required, to meet changing service and legislative needs

c) Contributing to the development and, where appropriate, delivery of specialist Learning and Development across Nugent, ensuring a blended learning approach. 
d) The co-ordination and implementation of Learning and Development and assessment plans for establishments for which you have responsibility.
e) To support the access and completion of e-learning packages for establishments for which you have responsibility. 

f) Recognise different learning styles by having a solution focused and adaptable approach to training delivery. 

g) To undertake and provide reports on skills and competency audits, as defined by the manager, Head of Service and Head of Learning and Development, at establishments for which you have responsibility.

h) Perform Internal Quality Assurance duties for identified qualifications.

i) Attend and contribute to Internal Quality Assurance meetings.

j) Attend Assessment Centre Standardisation/support meetings with other Assessors, Internal Verifiers and Assessment Board, when required.

k) Contribute to the development of the Assessment Centre including support and advice to assessors and expert witnesses in order to maintain quality standards.

l) Assisting in the ongoing planning of learning and development within Nugent in consultation with Senior Leadership and Executive Management Teams. 

m) Being available for meetings as identified by the Head of Learning and Development as appropriate.
n) Maintain statutory training requirements across the organisation.

o) Engage in at least 30 hours CPD each year. 

p) To provide management information reports as and when requested including learning and development needs analysis, staff audits and progress reports within establishments.
q) To work closely with all Managers to assist in formulating appropriate learning and development programmes for the relevant staff. 

r) To act as the representative for the Head of Department as requested.

s) To work within a performance management framework that ensures the delivery of learning and development plans.

t) To ensure that anti-discriminatory practices are maintained throughout Nugent.
1. SAFEGUARDING

Ensuring safe practice guidelines are followed and safeguarding policies and procedures are adhered to

2. ADDITIONAL DUTIES

It is the nature of the work of Nugent that tasks and responsibilities are, in many circumstances, unpredictable and varied and may include weekend and evening working.  All staff are, therefore, expected to work in a flexible way when the occasion arises, when tasks not specifically covered in their job description have to be undertaken.  These additional duties will normally be to cover unforeseen circumstances or changes in work and they will normally be compatible with the regular type of work.  If the additional responsibility or task becomes a regular or frequent part of the employee’s job, it will be included in the job description in consultation with the member of staff.

3. INFORMATION GOVERNANCE & CODE OF CONFIDENTIALITY

The Information Governance standards outline how employees must deal with personal information about employees’, service users, corporate and finance information.  It is a requirement that all Nugent employees’, in the course of their work, treat such personal date confidentially and comply with Nugent’s confidentiality policies.  A failure to comply with Information Governance standards may result in disciplinary action. 
4. NUGENT AND FUNDRAISING
Nugent is a charity and relies on its good reputation and voluntary contributions and donations from members of the public, grant making bodies and corporate sponsorship. All employees of Nugent are expected to behave in a way that enhances the reputation and image of the charity.  In addition, staff are expected to be responsive to fundraising initiatives, attend public events whenever possible and generally take seriously their role in raising income for the charity at every opportunity

5. BASIC PRINCIPLES

The post holder is expected to be familiar with and have regard to the Basic Principles of Nugent and work within that framework.   They must be prepared to operate within a Catholic Agency, but ensure that people of all denominations and religions have their spiritual needs met. 

6. EQUALITIES
Nugent affords all employees equal opportunities in employment irrespective of disability, gender, race, religion, age, sexuality, sexual orientation, marital status, parental status etc.  Nugent will ensure that discriminatory practices are identified and removed and non-discriminatory practices introduced in all areas of employment

7. QUALIFICATIONS

Refer to person specification

8. CONDITIONS OF SERVICE

The Conditions of Service are set out in the Nugent handbook.

Nugent has a probationary period of up to nine months. A probationary appraisal will take place at six months with an initial performance review at the three month stage. 

PERSON SPECIFICATION
Learning and Development Officer
	Job Title: Learning and Development Officer – Adult and Community  
	Essential 
	Assess from: 

	E= Essential 

D = Desirable 
	A = application 

I = interview 

R = references 

E = exercise/practical 


	Attitude 

	Has a pro-active and self-motivated approach. 

Has self-belief and drive, with positive attitude.

Commitment to and demonstration of the Nugent values, including willingness to work within a faith-based organisation.

Willingness and ability to travel locally with occasional travel farther afield. 

	E 

E 

E 

E 


	A/I/R 

A/I/R 

A/I/R 

A/I/R 



	Qualifications

	Level 3 qualification in a Health and Social Care/Residential Childcare related field. 

Award in Education and Training/PTLLS or higher equivalent qualifications

	E 

E
	A 

A



	Knowledge and experience

	Knowledge of Health and Social Care settings. 

Good knowledge of standards and legislation related to regulatory             inspections
Learning and Development and/or educational experience
Recent experience of working in a children’s residential care setting 

Experience of delivering learning and development initiatives, within Health and Social Care/Residential Childcare environments

	E 

E 

E
E
D
	A/I 

A/I 
A/I/R 

A/I/R 

A/I/R 



	Skills 

	Ability to design, plan and deliver learning and development programmes and evaluate outcomes.
Excellent interpersonal skills.
Strong presentation skills

Flexible attitude with an ability to work effectively under own initiative and as part of a team.
Able to work to strict deadlines.
Clear and concise oral and written communication skills
Ability to conduct research and apply it to learning and development materials.
Ability to maintain and exceed standards and achieve targets.
Excellent  I. T. Skills
	E 

E 

E 

E 

E
E

E

E

E
	A/I/R/E 

A/I 

A/I 

A/I 

A/I
A/I/E
A/I 

A/I 

A/I/E
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